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Aesistant Director (Personnel) 28 April 52

R

Personnel Testing & Evaluation Divieion

1. During the past week, in accordance with your request, I
have been revising the Functional Statement for the proposed Personnel
Testing & Evaluation Divisien, and preparing a T/0 for it. I heve eone
25X1A9a ferred with m and cbtained his suggestions and comments
onh these matters, e revised Punctional Statement and the proposed
T/0 are attached to this memorandum as Appendix A and Appendix B
respectively. In additien, there is attached & third Appendix (C)
entitled "Special Priority Projects”, which contains & 1list of things
that must be done if the new unit is to function with maximum effective
ness ge & service in the Agency.

2. Note re T{O

If we sttempted to carry out all urgently needed testing and
evaluation programs in the Agency, we would be swemped with impossible
requirements and we would nsed an extremely large s taff., I propose
that, in combining the Testing & Evaluation Division of OTR{G) and the
Testing Branch of the Office of Personnel s we simply add only such
personnel as can be immedistely used for critical projects » principally
in respect to repearch, test development, and test validation. At a
later date, as other specific projects are planned and euthorized, we
can then submit separate requests for additions and changes to the T/0
or for outside contractual studies. Our first thoughts at present must
be given to a consolidation of the testing and eveluation services, the
treining of the professional personnel in the new unit, and finding out
what our customers in the Agency want us to do.

3+ Hote re Space

1 suggest that we continue to use both Wing D and the space at
25X1A9a [IMD Street. In the event thst the mumber of persons sssigned to the
D Street provisionel pocl is seriocusly curtailed, it would be sdviseble
for us to be assigned the space that would be made aveilsble. It would
also be convenient to hold on to Room 1314 Ml Building, unless a more 25X1A6a
centrally located room for the Chief of the Division could be found in

North, Central, or South Building. ;JSFM: W "
L. Budget & Fiscal Matters VAEHs TREV Dt q&

DY gomes By, A
No budget or fiscal estimates afd Even:in . peper, “ Such
estimates will be worked out as soon as thgpgé Fonctidnay Btate~

ment are approved,
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PERSONNEL TESTING & FVALUATION LIVISION

FUNCTICNAL STATEM/NT

A. Opersticnal

1) To provide the Office of Personnel, the Office of Training,
and other operationsl and sdministrative units of the Agency as appre-
priste,with results and interpretations of tests given to Agency applicants
and employess.

2) To sdvise and asgist the Al'(Personnel) and other members
of the Office of Personnel on problems invelving technical phases of
personnel testing snd eveluation.

3) To provide those services to CTH{G) which were formerly
the responsibility of the Testing & Evaluatien Livision of GCIR(G) .

L) To administer pre-employment test babteries to &1l appli-
cants for employment at &1l grades through 05-15. Such batteries to
include, a5 necessary, tests of intelligence, personality, attitudes,
temperament, language aptitude, langusge proficiency, memory, vocationsl
interests, job knowledge, stc.

£y To develop specialized testing programs a8 they are needed,

6} To carry out individual studies of spplicants and employees
28 requested by sny unit of the Agency.

7} To develop, for the Foreign Documents Pivision, & specislized
language aptitude and language proficiency testing progrsm to meet the
needs of thet Division,

8) To develop, for the Cffice of Communications, a specialiszed
program for the testing, selection, classification, end evaluation of
Communications personnel, perticularly radic operators, eryptographers,
and instructora.

9) To administer testing end ovaluation programs as required
in the Career Development Program.

B. Resesrch
1) To develop research plans and carry cut validation studies

1n connection with the selection, evalustion, and placement of igency
enployees,
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2) To develop tests and techniques needed by the Agency, e.g.
tsate for the varicus Cerser Develepment Programs (vocational interest
inventories; tests of oritical thinking and brosdmindedness; job pro-
ficiency tesis),

3) 7o develop testing programs for different grads levels and
oecupational specisltles, with relevant norms in terms of 8ge; sex,
education, and Job expsriences. '

h) To continue and complete the research studies on the selection
and gvaluation of Professional Traineesn.

~ 5) To continue and complete the research studies of language
sptitude which are being carried cut in cooperation with M’r& 25X1A9a

6) To be responsible for initiating, directing, snd controlling,
under the poliecy direction of the AD(Personnel) » 811 contract snd con-
sultant studies dealing with personnel peychology.

Ce Pelic; & P}.mniqg

1) Under the policy guldance of the AD( Personnel), to develep
plane and procedures for the most sffective selection and utilisation

of Agency employees,

Do m‘ﬂ! 2 .

1) To advise and essist the Career Service Committee and its
Career Development Program on technicsl problems of persomnel selection
and evaluetion. For example, to work out for the Career Service Committee
the various testing programs cutlined in Appendices C, G, and J of the
T Aug. 51 Monograph {or sa these sppendices have been medified in reperts
of the various Working Groups).

2) 7To advise and assist the Classificstion Division of the
Office of Personnel in studies of Job performance, job snslysis, and Job
criteris.

3) To serve ss a consultant on problems of applied and research
psychology to Assistent Directors, Staff Chiefs, and Division Chlefs in
the igency.

E. Liaisen

1)} To engage in liaison and exchsnge ideas and research re-
sults with the psychological staffs of other Government agencles. Such
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agencles to include the Civil Service Commiseion, the State Departuent
and the Foreign Service, the Personnel Research Section of the 460, the
Bureau of Personnel of the Navy, the Humsn Resources Research coffices
of the Air Force, the Human Rescurces Research Office of the Army, and

¥he Commities on Human Resources, Research & Development Board,
Department of Defense, ' pment Board, of the
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' A DIVISION
PERSONNEL TESTING & EVALUATICN DIVISSR
PROPOSED T/0

22 April S2
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INTRODUC TORY COMMENTS

1. ZTesting Brenchs At the present time the T/ of the Testing
Branch is as ?oifewax

1 Peychologist-Chiaf 13
1 Prychologist 12
h Junior Psychclogist 9
h Paychological Assistants 1

1 Personnel Clerk 5
8

A1l of the sbove § positions are filled.
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2, PTesting & Lval

u&tian Division OTR/G: At the present time the

T/0 of the Tes valuntion Division OFi/0 1 es o '

No. Ttle g Code 8let Ho.
h 3 Paycholegist-Chief 15 180 63
1 | Peychologist - 1L 180 &
1 Psychologist 13 180 é5
1 Paychologist 12 180 66
1 Pesychologist 12 180 6601
1 Peychologist 9 160 &7
1 Peychometrist 7 180 68
1 Stetistician 7 1530 &y
1 Eecretary-Stene & 1ns 70
2 Clerk-Stence 5 301 7100

.  Clerk-Steno L 3Nz 72
12

-

6?) ¢f the above poaitim, 7 sre filled, namely, slote §63,
&6, 67, 68, €9, 70, and 72.

‘ (b) Slot #660L is for & lenguage aptitude and evalustion
peychologist,

{(e) Professionsl Trainve Selection-Evalustion Team: Slots #6,
65, €&, 68, 69, one of the . were sc or work involving
the geleciion and svalustion of Professicnal Trainees. It will be noted
in the proposed T/0 that this team of 7 persons hzs besn reduced to L and
their responwibilities broadened (Selection-Fvaluation Branch). This
saving is made possible by the fact that ether branches of the Personnal
Testing & Bvaluation Division would provide psychometric, statisticsl,
and (when nesded) clerica) asssistancs.
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3. Blots fer the Office of Comnunications
mmmmm

The complete T/ for the Personnel Testing & Ivaluetion Division
would have 33 slots, including three for the Office of Communiceticns, I
suggest thai approval be given for 30 slots and thet the three slots for
the Office of Communicetions be added as scen a8 discussions have been held
with them regarding the establishment of such & service for them in the

Cffice of Personnel, In the past, they have indicsted that they would
welcome such sseistance.

L. Consultant Slots

25X1A5a1 Consultant slots have not been included in this /0. At present

.fenr- stalf members are security clesred are psychelo-
25X1A%  giats - R ° .. ..,

have glven contractua consul hird psychologist,
25X1A% R 1. 22,

PepOT LS sach mon or study and work on the vocational interest

ieventory research roject. I recommend thst [N 25X1A9a

25X1A%9a ﬂbs added ss consultants to ths slets in
@ rersonnel Yeating & Evalustion Division,

W B Wk we e W A e

The proposed T/0 for the Personnel Testing & Evaluation Division
follows.
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:
IS
;
:

:

NO. JOB TITLE

I8

1 Chief, Senier Psychologist
1 Muinietrative Assistant
1 Clerk-Stenc
3

w ~ &
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CRITERION RESEARCH, TEST DEVELOPKENT, AND VALIDATICH BRANCH

NG, JOB TITLE o8
1 Chief, Benlor Psychologist {Criterion

Specialist) 1k
1 Peychologiot, Test Development 13
1l Peychologlist, Validetion 13
i Junioyr Peychologist , 9
1 Btatistician : 9
2 Clerk-Stencs 5
7
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 TESTING BRANCH

NO. | JOB TITLE as
1 Chief, Senior Psychologist 1k
1 Administrative Assistent (In charge of

' records, registry, scheduling, requisiticns,
supplies) o
i Clerk-Steno 5
1 - File Cleyk
2 Psychometrists (For group testing) 7
1 Paychometrist (Tc handle specialisged grovp
testing programs, e.g. for Professicnal
Trainee psychometric batteries.) 9
1 Stetisticien (T‘o compile norma and meke
1tem snalyses of tests)
1 _ . IBM machine-scoring assistent s
Clerk-Steno {To type test results and pre~
pare reports) 8
2 : Scoring assistents
i Psychologist, Langusge Aptitude end Langusge
Proficiency
1 Peychometrist 4 7
1 Clerk~Steno and Scering Assistant 5
1 _Psycholegist for Office of Communications 13
1 Peychonetrist 7
1l Clerk-8tenc snd Scoring fesistant

1y
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SELEC TION-EVALUATIOR BRAKCH

1 Chief, Senior Psycholegist {Clinicsl) b1
1 Paychologist o 13
i Psychelogist 12
1 Clerk-Stenc 5
k

The Selection-Evalustion Branch would conduct (&) individusl
peychologicel but nen-psychometric studies of Professions)l Trainee
applicants, and {b) carry out such individusl psychologicd studies
on spplicents and employees as mgy be requested by the Office of
Personnel or other offices in the Agency. They wuld alsc advise
on problems of training evaluation,
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T/0 SUMMARY

iz

JOB TITLE

s

{;ﬂ\

Division Chief, Senior Psychologist

E

Branch Chiefs, Senior Psychologlsts
Psychologists

et
o o

Psychologist

Junior Paychelogist
Paychometirist

Statistician

Paychometrists

Stetistlcian

Administretive Assistants
Clerk-Stenos

Clerk-Stenos and Scoring Assistants
IBYM Machine-Scoring Aéaistnnt
Beoring Assistanta

File Clerk

L T L - S S -2 o -l o A o R L . S *" B

3
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PERSONNEL TESTING & EVALUATION DIVISION

SPRECTAL PRICRITY PROJICTS

Public Belations

1) ¥hen the Personnsl Testing & hvaluatieon Division iz epprovad,
notice should be issued and distributed to sll Agency personnel, noti-
fying them of the new unit, its chief, end its primery functions snd
responsibilities. :

2) Scon after the issusnce of the above notice, a directive
should be published to the effect that all applicents for Agency em-
ployment, through 08-15, must take tests sdministered by the Personnsl
Testing & Evsluation Division of the Office of Personnel .

3) The Chief of the Personnel Testing & Evaluation Division
should then begin centacting Assistent Directors and Staff snd Divigion
Chiefs to explain personally to them the nature of the availadle
sorvices and alwo finding out from them if their Cffices have particu~-
lar requests that need to be planned for. Miret consideration should
be given to the Office of Comminications end the Forelgn Documents
Divieion. Vhen theme contscts have been completed, the branch ¢hiefs
from the different offices should be asgonbled in smell groups for
similer discussions,

L) These conferences should be followed by the prepsration of
pamphlets, brochures, snd roporta, degoribing the work of the Personnel
Tenting & Bvaluetion Division and glving popularized but useful intere
protations of resesrch findings,

5) Revision of the Test Report Form se that the profile and test
regulte will prove more mesningful to customers.

6) Based on "consumer nesd" plus ICI and AD{Personnel) desires,
establish and publish policy directives regarding selection and evalug~
tion eriteris and procedures.

7) Yo hold regular conferences, et lesst cnce esch menth, with
"Personnel Lislson Officers” from the different CIA offices.

Testing Prograems

1) Establish g grester veristy of test batteries for the differ
ent GE levels and jobs, e.g. clerks, administrators, junior intelligence
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officers, senior intelligence officers, research specialists, report
writers, analysts, estimators.

2) Incresse the range of tests and equipment in order to make
testing progrems more flexible 2o &s to handle specialiged requests.

Research

Test Development

Bince thers are very few tests on the open market suited to
Agency needs, to develop tests that are critically required, such ast

A CIA Mentel Alertness Test
A Test of Criticel Thinking & Anslysis of Evidence
A Test of World Affairs

A Test of Intelligence Interest and Intelligence
Knewledge

& Vocational Interest Inventory
Testz for Supervisory and Adninistrattée Personnel
A Test for Following Cral Directions

Tests and techniques needed by the Career Service
Cormittes

griterion & Validation Research

In gonjunction and cooperation with the Classification Division,
to develop criteris for successful snd unsuccessful performance in
Agency jebs and to velidate teasts egeinst suck oriteria.

IBM Inventory

In order to facilitate sasy utilizstion of test results for
Agency survey and planning purposes, to put into effect a system of
ceding test dsta on IBM cards.
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